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Exporting Data from SMART to Microsoft Excel 

 

1. Go to the Menu Tree, and click Reports. This will open the Reports Catalog screen. 

 

IMPORTANT- Remember once data is 

exported from SMART and saved on 

your computer it is no longer secured 

data.  You are now legally responsible 

for it.  Make sure you save it where it 

is password protected or delete it 

from your desktop and trash can 

immediately. 

 

Click Reports 
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2.  Go to the Miscellaneous section of the screen, and select Admission Data.  

 

  

 Under Miscellaneous, use 

Admission Data and/or 

Discharge Data. 
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3. Enter a date range or leave blank.  

4. Click Export. 

 

 

 

  



SMART 

Page 4 of 17 
 

4. A dialogue box will open. If you will be exporting to create an Excel file, save to your Desktop 

and click Save.  
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5. If you will be importing data from Excel to Access, please complete the following steps prior 

to saving to your Desktop:  

a. Go to the File name field, and change your file to a txt file. (For example 

Admission_20150610.xls would be changed to Admission_20150610.txt);  

b. Go to the ‘Save as Type’ field, and change it to ‘All Files’; and 

c. Click Save. 

 

 

 

  

Helpful Hints for importing to ACCESS.  

* change the xls file to a txt file. 

* type of file should be ‘All files’. 
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6. Click the tab at the bottom of the screen to open the excel spreadsheet. 

 

 

Click here to open your 

text file.  
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7. Click the Microsoft Excel Icon to view your data. 
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Importing from Microsoft Excel to Microsoft Access 

1. Open Microsoft Access. 

2. Click Create. 

 

  

Click 

Create. 
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3. Locate the External Data tab, and click the Excel Icon.  
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4. Click Browse to search for your file.  
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5. Search and select the appropriate file.  

6. Click Open.  
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7. Click OK, once the ‘File name’ field is populated with the appropriate file.  
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8. Make sure Tab is chosen, and select ‘First Row Contains field Names’. 

9. Click Next. 
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10. Click Next.  
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11. Confirm that ‘Let Access add primary key.’ Is selected.  

12. Click Next.  
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13. Click Finish. 
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14. Click Close 

 


